
For a job description and application instructions, visit monroepubliclibrary.org/mark

Application materials must be submitted no later than 5pm CST on November 13, 2015.

Marketing & Programming 
Librarian

The Monroe Public Library in Monroe, Wisconsin, has an opening for a Marketing & 
Programming Librarian.  This professional position spreads the library’s message to the 
public and serves patrons directly through programming and exceptional service. The 
starting salary range for this full-time position is $38,000 - $42,000.

We need a student.  You’ll likely come to us with some skills
that are stronger than others. We’ll teach you the rest.

We need a neighbor.  Monroe is an energetic, busy community; and
you can establish some enduring partnerships by being a part of it.

We need a collaborator. Individually, we can do
good things. Together, we can do amazing things!

We need an artist.  We want an advocate who can help our patrons
and potential patrons visualize the benefit of the library.

We need a techie.  You should understand a wide variety of software and 
computer peripherals. Know the tools you need, and we’ll provide them.

We need an idea person.  It takes that kind of person to design
and plan programming that appeals to the community.

We need a reader.  At a library’s heart, you’ll always find the
printed word. We need you to understand the value of that.



Marketing & Programming Librarian
Job Description

Classification: Exempt 

Reports to/Evaluated by: Library Director  

Supervises and Evaluates: None 

General Statement of Duties: The Marketing & Programming Librarian serves as a reference 
librarian, plans and executes marketing campaigns, manages adult programming, and serves as an 
ambassador to other organizations and the public.

Qualifications 

1. ALA-accredited graduate degree in library science or degree in marketing/public relations.

2. Excellent written and verbal communication skills.

3. Knowledge of the methods, practices and techniques of marketing and community relations.

4. Demonstrated skill in graphic design and relevant software.

5. Familiarity and skill with social media platforms.

6. Knowledge of public library operations. 

7. Knowledge of bibliographic sources of information. 

8. Understanding of integrated library systems and their use. 

9. Ability to convey technical information to the public and staff. 

10. Committed to courteous service and respect of patron confidentiality. 

11. Self-motivated and able to exercise initiative and independent judgment. 

12. Comfort with public speaking and representing the library.

Essential Job Functions 

1. Communicates the value of the library to the community.

2. Manages all library marketing materials to ensure consistency.

3. Employs various strategies and methods to market library events, programs, and services to 
a broad audience.



4. Consults with colleagues to design marketing campaigns and high-quality, well-written 
materials.

5. Protects and promotes the library brand.

6. Maintains the library website.

7. Develops measurable objective to review and evaluate the success of marketing strategies 
and communications.

8. Plans and implements programs for adult patrons. 

9. Identifies opportunities for new community partnerships.

10. Selects and manages materials as delegated by the director.

11. Provides direct patron service at all service desks.

12. Other duties as assigned by the Library Director.

Physical Demands
The physical demands described here are representative of those that must be met by an employee to 
successfully perform the essential functions of this job. Reasonable accommodations may be made to 
enable individuals with disabilities to perform the essential functions.

While performing the duties of this position, the employee is frequently required to reach with hands 
and arms, stand, sit, walk, use hands to grasp objects, speak, and listen. The employee is occasionally 
required to climb, balance, stoop, and crouch.

Hand-eye coordination is necessary to operate computers and office equipment. The employee must 
occasionally lift and/or move up to 20 pounds. Specific vision abilities required by this job include close 
vision, distance vision, color vision, peripheral vision, depth perception and the ability to adjust focus.

Work Environment
The characteristics described here are representative of those an employee encounters while 
performing the essential functions of this job. Reasonable accommodations may be made to enable 
individuals with disabilities to perform the essential functions.

Must be able to perform tasks requiring independent knowledge in addition to procedures or 
instructions provided. Must be able to concentrate on fine detail with constant interruption and 
remember assignments given over a long period of time.

Noise level in the work environment is variable.



Marketing & Programming Librarian
Application Instructions

Application materials must be submitted no later
than 5pm CST on November 13, 2015.

Application materials should be submitted in PDF or Word format via email to Director Suzann 
Holland at sholland@monroepubliclibrary.org.

Documents to be submitted:

✓ Cover letter

✓ Résumé

✓ A document with your responses to the following:

1. Describe a common method of marketing that you would not use.

2. How has the face of public libraries changed over the past 25 years?

3. Please list in detail your software skills.

✓ A single sheet marketing piece to be used to promote a historian’s lecture on the presidency 
of Rutherford B. Hayes, to be held on April 16, 2017.

 

If you have any questions, feel free to contact Suzann for more information.
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